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Training Materials and Resources 
 
After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to 
the following: 
 

¶ Cardinal SW NAV220 Cardinal Reporting:  This Instructor Led Training (ILT) course provides 
training, demonstrations, and exercises that cover the fundamentals of how to run or access 
report and queries.  Additionally, it covers how to perform inquiries.  The course document 
provides: 
 
ī Key concepts in Cardinal reporting 

 
ī Information on how to access the Query Viewer to search, run, and access query results 

online or by download 
 
ī Information on how to perform inquiries to access details about an item or transaction in 

Cardinal  
 

ī Basic information about types of reports and how to access the different types of reports 
 

ī Information on how to run and check the status of ad hoc reports   
 

ī Information on how to access nVision reports and how to use the Drilldown feature 
 

ī Information on how to run BI Publisher and PSJob reports and access them through the 
Report Manager 

 
ī References for additional Resources, Job Aids, and Key Terms 
 
ī Exercises which provide hands-on practice to run/access reports, inquiries or queries 

(provided in the ILT course only) 
 
Note: This resource document is located on the Cardinal website and can be accessed by 
following this path:  
 
Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation, 
Reporting and Approvals > NAV220: Cardinal Reporting 
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Project Accounting Inquiries 
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Employee Costs by Activity Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to review employee time and costs by activity. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Review Costs > Accumulated Costs > Employee Costs by Activity 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Activity 
WBS ID 
Project Description 
Activity Description 
Activity Type 
Status as of Effective Date 
Activity Owner 
New Milestone 

Online 

 
 
Screenshot of the Employee Costs by Activity Inquiry - Search Page 
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Screenshot of the Employee Costs by Activity Inquiry Page 
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Employee Costs by Project Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to review employee time and costs by project. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Review Costs > Accumulated Costs > Employee Costs by Project 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Description 

Online 

 
 
Screenshot of the Employee Costs by Project Inquiry ï Search Page 
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Screenshot of the Employee Costs by Project Inquiry Page 
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Flexible Analysis Template 
 
< UNDER CONSTRUCTION ï Content will be available soon >   
 
REVISED:  03/02/2020 
 
DESCRIPTION: 

This template is used specify the analysis types that the system uses to gather project costs.  You must 
create a template before you can perform flexible analysis.  A Flexible Analysis Inquiry provides a view 
of activity costs based on the analysis groups that are specified in the flexible analysis template.   

You can save a template as a user default to save time performing flexible analyses or can modify 
flexible analysis templates as required.. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Flexible Analysis Template 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Template 
Analysis Group 
 

Online 

 
Screenshot of the Flexible Analysis Inquiry ï Search Page 
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Flexible Analysis Inquiry 
 
REVISED:  03/01/2017 
 
DESCRIPTION: 

This inquiry is used to review current project data from the project summary tables.  It provides a view 
of activity costs based on the analysis groups that are specified in a flexible analysis template.   

You must create a template before you can perform flexible analysis.  Templates specify the analysis 
types that the system uses to gather project costs.  You can save a template as a user default to save 
time performing flexible analyses or can modify flexible analysis templates as required. 

NAVIGATION PATH: 
Main Menu > Project Costing > Interactive Reports > Flexible Analysis 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Description 
Project Type 

Online 

 
ADDITIONAL INFORMATION: 
You must create a flexible analysis template before you can perform flexible analysis.  Templates 
specify the analysis types that the system uses to gather project costs.  You can save a template as a 
user default to save time performing flexible analyses or you can modify flexible analysis templates as 
required 
 

Screenshot of the Flexible Analysis Inquiry ï Search Page 
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Screenshot of the Flexible Analysis Inquiry Page 
 

 
 
 
Screenshot of the Flexible Analysis Inquiry Page (continued) 
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Screenshot of the Flexible Analysis Inquiry Page (continued) 
 

 
 
 
Screenshot of the Flexible Analysis Inquiry Page (continued) 
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Invoices by Activity Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to review project cost transactions related to billing invoices. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Review Costs > Accumulated Costs > Invoices by Activity 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Activity 
WBS ID 
Project Description 
Activity Description 
Activity Type 
Status as of Effective Date 
Activity Owner 
New Milestone 

Online 

 
 
Screenshot of the Invoices by Activity Inquiry ï Search Page 
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Screenshot of the Invoices by Activity Inquiry Page 
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Journal Entries by Activity Inquiry 
 
REVISED:  03/02/2017 
 
DESCRIPTION: 
This inquiry is used to review project cost transactions related to journal entries. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Review Costs > Accumulated Costs > Journal Entries by Activity 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Activity 
WBS ID 
Project Description 
Activity Description 
Activity Type 
Status as of Effective Date 
Activity Owner 
New Milestone 

Online 

 
 
Screenshot of the Journal Entries by Activity - Search Page 
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Screenshot of the Journal Entries by Activity Page 
 

 
 
 
Screenshot of the Journal Entries by Activity Page ï Review Journal Status 
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Manager Transaction Review Inquiry 
 
REVISED:  03/01/2017 
 
DESCRIPTION: 
This inquiry is used to view transactions (cost transactions and associated billing) for a particular 
project or project/activity combination. 
 
NAVIGATION PATH: 
Main Menu > Project Costing > Interactive Reports > Manager Transaction Review 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
Project 
Activity 
Contract 
Contract Line Number 
Analysis Type 
Source Type 
Category 
Subcategory 
Employee ID 
Revenue Distribution Status 
Billing Distribution Status 
View Type (Detail, Summary, Template ID) 
Reviewed (All, Reviewed, Not Reviewed) 
Date Type (Accounting Date / Transaction Date) 
From Date 
Through Date 

Online 
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Screenshot of the Manager Transaction Review - Search Page, Detail View Type Selected 
 

 
 
 
Screenshot of the Manager Transaction Review Page - Cost Review - General Tab 
 

 
 
 
  






















































































































































































































































